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The City, at its option, may change, delete, or discontinue parts of the handbook in its entirety, at any time or without 

prior notice.  In the event of a policy change, employees will be notified.  Any such action shall apply to existing as 

well as to future employees. 

 

Cell Phone Policy 
  

This policy about cellular phone usage applies to any device that makes or receives phone calls, 

leaves messages, sends text messages, surfs the Internet, or downloads and allows for the reading 

of and responding to email whether the device is company-supplied or personally owned. 

 

Company Owned and Supplied Devices or Vehicles 

An employee who uses a company-supplied device or a company-supplied vehicle is prohibited 

from using a cell phone, hands on or hands off, or similar device while driving, whether the 

business conducted is personal or company-related. 

This prohibition includes receiving or placing calls, text messaging, surfing the Internet, 

receiving or responding to email, checking for phone messages, or any other purpose related to 

your employment; the business; our customers; our vendors; volunteer activities, meetings, or 

civic responsibilities performed for or attended in the name of the company; or any other 

company or personally related activities not named here while driving. Use of company owned 

vehicles or devices for personal business is discouraged. 

 

Cell Phones or Similar Devices at Work 

The City of Windcrest is aware that employees utilize their personal or company-supplied 

cellular phones for business purposes. At the same time, cell phones are a distraction in the 

workplace. 

To ensure the effectiveness of meetings, employees are asked to leave cell phones at their desk. 

Or, on the unusual occasion of an emergency or anticipated emergency that requires immediate 

attention, the cell phone may be carried to the meeting on vibrate mode. 

 

Personal Cell Phone or Similar Device Use for Business 

Your company is aware that employees currently use their cell phones for business purposes 

while driving in their personal vehicle and using their personal cell phone or similar device. 

Due to research that indicates that cell phone use while driving is dangerous, and may even 

approach the equivalent danger of driving while drunk, according to some studies, your company 

prohibits employee use of personal cellular phones, either hands on or hands free, or similar 

devices, for business purposes related in any way to our company, while driving. 
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This prohibition of cell phone or similar device use while driving includes receiving or placing 

calls, text messaging, surfing the Internet, receiving or responding to email, checking for phone 

messages, or any other purpose related to your employment; the business; our customers; our 

vendors; volunteer activities, meetings, or civic responsibilities performed for or attended in the 

name of the company; or any other company related activities not named here while driving. 

You may not use your cellular phone or similar device to receive or place calls, text messages, 

surf the Internet, check phone messages, or receive or respond to email while driving if you are in 

any way doing activities that are related to your employment. 

We recognize that other distractions occur during driving, however curbing the use of cell 

phones, while driving, is one way to minimize the risk, for our employees, of accidents. 

Therefore, you are required to stop your vehicle in a safe location so that you can safely use your 

cell phone or similar device. 

Engaging in your company business using a cell phone or similar device while driving is 

prohibited. Engaging in your company business using a cell phone or similar device that is 

supplied by the company, or while driving a company-supplied vehicle, while driving, is 

prohibited. 

Employees who violate this policy will be subject to disciplinary actions, up to and including 

employment termination. 

 

I have read and been informed about the content, requirements, and expectations of the Cell 

Phone policy for employees at the City of Windcrest. I may request a copy of the policy from 

Human Resources and agree to abide by the policy guidelines as a condition of my employment 

and my continuing employment at the City of Windcrest. 

I understand that if I have questions, at any time, regarding the Cell Phone policy, I will consult 

with my immediate supervisor or Human Resource. 

Employee Signature: _______________________________________ 

Employee Name: ____________________________________ 

Date: _________________________ 


